REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

LEAVE BLANK (NARA useonly)

JOB NUMBER

WASHINGTON, DC 20408

To° NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

DATE

RECEIVED

1. FROM (Agencyor establishment)

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

3. MINOR SUBDIVISION

In accordancewith the provisions of 44
U.S.C. 3303a the disposition request,
including amendmentsjs approved except
for itemsthatmay be marked"dispositionnot
approved" or withdrawn" in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER

5. TELEPHONE

DATE

ARCHIVIST OF THE UNITED STATES

6. AGENCY CERTIFICATION

Guidance of Federal Agencies,

page(s)are not now neededor the

| herebycertify that | am authorizedto act for this agencyin matterspertainingto the disposition of its
recordsand that the recordsproposedfor disposalon the attached
businessof this agencyor will not be neededafter the retention periods specified; and that written
concurrencdrom the GeneralAccounting Office, underthe provisionsof Title 8 of the GAO Manual for

is not required,; Ois attached; or [Jhas been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

JetForm

STANDARD FORM 115 (REV. 3-91)

Prescribed by NARA
36 CFR 1228



INSTRUCTIONS

GENERAL

Use Standard Form 115 to obtain authority for the
disposition of records. Submit two signed copiesto the
National Archives and Records Administration (NIR),
Washington, DC 20408, and retain one copy as your
suspensecopy. NARA will later return one copﬁ as
notification of the items approvedfor disposalor archival

(permanent)retention. This copy will also indicate any

items withdrawn or disapproved. GAO’s written approval
must either accompanyeachSF 115 requiring Comptroller

Generalconcurrencer be requestedgrior to the submission
of the SF115to NARA. The SF115 mai/] be accompanied
by StandardForm 115A, ContinuationSheet,by schedule
items enteredon blank stationeryformatted similar to the

SF115A, or by pagesformattedto conformto the agency’s
published records disposition schedule.

SPECIFIC

Entry 1 should show the name of the Executive Branch
departmentor independentagency, Legislative Branch
agency,or the Administrative Office of the U.S. Courtsfor
the Judicial Branch that is submitting the request.

Entries 2 and 3 should show the major and minor
organizational subdivisions that create or maintain the
records described on the form. If more than one
subdivision maintainsrecordsdescribedin the submission,
the various office names should be specified in entry 8.

Entries 4 and 5 should provide the name and telephone
number of the person to be contacted for information.

Entry 6 must be signed and dated by the agencyofficial
authorizedto certify that the retentionperiodsfor records
proposedfor disposalare adequateto meet the agency’s
needs,and that GAO requirementshave beenmet (check
appropriatebox). UnsignedSFs115will bereturnedto the
agency.

Entry 7 should contain the item numbersof the records
identified on the form in sequence peginning with "1."

Lower caselettersand numbersmay be usedto designate
subdivisionsof anitem (1a, 1b, 1b(1), 1b(2), etc.). Agency
file numbersshouldnot be enteredin this column, but may
be included in entry 8.

Entry 8 should describe the records to be scheduled.
Follow these steps in describing the records:

(a) Include centeredheadingsfor groups of items to
indicate the office of origin if all recordsdescribedon the
form arenot thoseof the sameoffice, or if they arerecords
createdby anotheroffice or agencysuchas, for example,
records inherited from a defunct agency.

(b) Identify separate collections of nontextual
records, such as photographs,sound recordings, maps,
architectural drawings, or magnetic tapes or disks, as
separateanddistinctitems. If suchrecordsareinterspersed
with textual records,asin casefiles, their presenceshould
be noted in the description of the textual file.

(c) Describecompletelyandaccuratelyeachseriesof
records proposedfor disposalor transferto the National
Archives. See 36 CFR 1228 for more detailed
requirements.Failureto comply with the provisionsof that
regulation will result in the return of the SF 115 for
corrective action.

(d) Provide clear disposition instructions for each
item and subitem. Theseinstructions should include file
breaks; the time after which records will be retired to
Federal records centers, if applicable; for temporary
records thetime afterwhich they may be destroyedandfor
archival gpermanent)ecords,the time after which they will
be transferred to the legal custody of the National Archives.

(e) If immediatedisposalor transferto the National
Archivesis cProposed‘or non-recurringrecords,indicatethe
volume and inclusive datesof the recordsand the Federal
records center accession and box numbers, if applicable.

(H If future or continuing disposition authority is
requested,state the retention period in terms of years,
months,etc. or in termsof future actionsor events. Ensure
that any future action or event that must precedefinal
disposition is objective and definite.

((1]) If records are converted to electronic form,
scheduleboth the original recordsandthe electronicmedia,
unless covered by the General Records Schedules.

(h) If permanent or unscheduled records are
convertedo microform, the dispositionfor both the original
andmicroform copiesmustbe approvedon an SF115. The
SF 115 covering the microform must contain the
certifications required by 36 CFR 1230. Approval is not
requiredfor the dispositionof microform copiesof records
agthorizedfor disposal,as specifiedin the regulationcited
above.

Entry 9 must include the previous NARA disposition job
and item numbers; General Records Scheduleand item
numbers,f applicable;andagencydirective or manualand
item numbers,if applicable,as requiredby 36 CFR 1228.
If suchinformation is missingfrom column 9, the SF 115
will bereturnedwithout action. Leavecolumn9 blank only
if the records are being scheduled for the first time.

Entry 10is for NARA useonly andshouldbeleft blank.

STANDARD FORM 115 BACK (REV. 3-91)



